
 

   
                  invites your interest in the position of  

 
 

SUPERIOR COURT OF CALIFORNIA 
COUNTY OF SAN BERNARDINO 

 
Court District Manager 
 



About the Court: 
 
The Superior Court of California, County of San Bernardino holds jurisdiction over the 
largest county in the United States, geographically, covering over 20,000 miles and 
serving more than two (2) million people.  The county has three distinct geographical 
areas: desert, valley and mountains. Each geographical 
area is home to one or more Court Districts. 
  
The court has 63 judges and 13 subordinate  judicial   
officers who hear court proceedings in 15 locations:         
Barstow, Big Bear, Chino, Colton, Fontana, Joshua Tree, 
Needles, two sites in Rancho Cucamonga, Redlands, four 
sites in San Bernardino, and Victorville.  Approximately 
1,000 employees service the needs of the Court by      
providing administrative and clerical support.  
 
In addition, there are operational sites in San Bernardino: the Appeals and Appellate 
Division, Court Executive Office & Administrative Services, Court Records Center, and 
the Court Compliance Division. 

About the Community: 
 
San Bernardino County is the largest county 
in the contiguous United States.  Frequently 
referred to as the “Inland Empire”, San    
Bernardino county is located in beautiful 
Southern  California and is one of the fastest 
growing areas in the country. 
 

Mountain and desert resorts, oak trees, pine trees, and palm trees—all in your          
backyard. A county which retains its rural feel, yet is minutes from the greater Los     
Angeles metropolitan area, offers choices for every lifestyle.  
 
The county provides superb outdoor recreational settings for skiing, hiking, biking, 
camping, golfing and boating; including Lake Arrowhead, Big Bear, and Joshua Tree 
National Monument. In addition, the County is home to three baseball teams and the 
California Speedway for sports enthusiasts. 
 
Numerous colleges and universities,  including Loma Linda University, California State 
University at San Bernardino, and the University of Redlands, provide residents with 
outstanding  opportunities for  education.  Shopping centers, museums and cultural  
activities are plentiful. The County also hosts the annual Route 66 Rendezvous. In           
addition most of Southern California’s major attractions are within close proximity. All 
this and affordable housing! 
 



The Position: 
 
The Court District Manager functions as a member of first level management. Court District 
Managers, under general direction, plan, organize, direct and coordinate the non-judicial     
activities and operations of a large court district or two (2) or more smaller districts.               
Incumbents may be assigned to any Court District within the County. 
 
Typical duties of a Court District Manager include, but are not limited to: 
 
   *  Plan, organize, direct and coordinate the work of court district(s) that includes filing and 
 processing of legal documents, courtroom operations support, and preparation of court 
 calendars; monitor the effectiveness of division operations; implement 
 teamwork strategies to achieve organizational objectives. 
 
 *  Act as liaison between the assigned court/division and other divisions 
 within Superior Court, and with other courts, county, state and 
 community agencies, as necessary confer with judges on administrative 
 and procedural matters; support Superior Court goals, policies and 
 procedures. 
 
 *  Select, train, evaluate and supervise staff, directly and through 
 subordinate supervisors; encourage staff to increase skills and  understanding of court 
 operations. 
 
 *  Prepare and monitor division budget; authorize and monitor expenditures to ensure 
 compliance with fiscal policies. 
 
 *  Answer complex inquiries and complaints within area of expertise from public, judges, 
 attorneys and others. 
  
 *  Prepare, monitor and analyze management statistical information and reports, conducts 
 research, manage, coordinate or perform work in support of special projects. 
 
 *  Prepare, monitor and authorize expenditures to ensure compliance with fiscal policies. 
 
 *  Perform related duties as assigned. 
  

The Ideal Candidate: 
 
Graduation from an accredited college or university with a Bachelor’s degree in social    
science, business or public administration, criminal justice or a closely related field  and 

three (3) years of supervisory or administrative    
management experience within the  judicial system or 
any combination of training and experience that 
could provide the desired knowledge and abilities.  
Specific education and experience  related to the work 
of functional area may be  required. Experience may 
substitute for education on a year for year basis.  



Excellent Compensation & Benefits: 
 
The salary range for this position is  $6,101—$7,803  monthly. Initial salary placement 
is dependent upon the selected candidate’s experience and qualifications. 
 
The court provides an excellent benefits package that includes: 
 
• 401 (K) Deferred Compensation match up to 4% of salary. 
• Retirement: 7% court paid, plus additional supplemental    

dollars. 
• Cafeteria Benefits for use in the purchase of medical and    

dental coverage. 
• Court paid vision coverage for employee and family. 
• Vacation, Sick and Holiday leave. 
• Administrative Leave of 80 hours per year. 
• Tuition and Membership  reimbursement. 
•  Court paid Retirement Medical Trust Fund. 
• 457 Deferred Compensation plan. 
• $50,000 life Insurance policy. 
 
The Selection Process: 
 
Following an administrative review of each application, supplemental application and 
resume, only the most qualified candidates will be invited to an oral interview. Top 
ranked candidates will be interviewed by the Chief Deputy Court Executive Officer.  
References will be contacted following candidate approval.  
 
If you are interested in this exciting career opportunity, please submit an official court 
application, Court District Manager supplemental application and resume to: 
 

Superior Court of California 
San Bernardino County 

172 W. Third Street, 2nd Floor 
San Bernardino, CA. 92415-0302 

Recruitment # 07-002 
 

Application materials can be obtained by phone at (909) 387-6894 or on the 
internet at www.sbcounty.gov/courts. Faxed applications must be followed up 
with an original application for applicants to proceed in the recruitment      
process.   
 

Final Filing Date: Open Until Filled 




